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INTRODUCTION 


Bach year hundreds of Triple-A employees are given the regular 
efficiency rating as required by the law. This rating is more than 
putting down check, plus, or minus signs on the rating form. It is 
2 careful estimate of the performance of the employee over a specified 
period of time--a considered judgment, based on objective study and 
observation. 


Few, if any, misunderstandings between rater and employee occur 
where both have a common agreement regarding the requirements of the 
job, the standards of performance expected and the elements to be used 
in rating that performance. 


In addition to the instructions in the Efficiency Rating Manual, 
this elements chart has been prepared in advance of the actual rating 
period to inform each rater of the elements to be used in rating the 
various positions. 


Past experience has demonstrated that there is no royal road to 
good efficiency rating. This elements chart used in accordance with 
instructions will save time, promote uniformity in rating standards, 
and insure fairness in the rating program of the Agricultural Adjust- 
ment Agency. 


John T. thalen 
Chairman, Efficiency Rating Committee 
Agricultural Adjustment Agency 


Le 


INSTRUCTIONS 


Decide on the set of elements you should use in rating the 
individual. Place the code number for the position occupied 
by the employee to be rated in the upper right-hand corner 

of the rating form. The code numbers are listed in this chart 
beginning on page four 


1% is not practical to list all positions in the Triple-A. If 
the position you are rating is not on the chart, mark "special" 
in the right-hand corner of the rating form. Every effort 
should be made to use the elements listed on this chart. 


Any deletions oF additions to the particular set of chart 
elements should be made by crossing out or by underlining, 
using red ink.- Explanation of any deviations or deletions 


mast be made on the back of the rating form. 


Circle in black ink on form 51 the numbers of all elements to 
be rated. 


Underline in black ink all especially important elements. 


After indicating the-plusses, checks, and minuses, add them up 
and place the score in the space immediately below the list of 
elements ending with No. 2: 


Here is a sample recording of total scores; +5 f2 | +6 J3- 


The vertical line which you will draw separates the scores 
made on the underlined elements from the scores of the non- 
underlined elements. This summary helps you check the 3 
accuracy of your figures and is a timesaver for those who 
review your work. 


Proceed with the rating as outlined in the Efficiency Rating 
Manual. 


Standard Form No. 51, Rev. 
Approved Dec. 1943 
Cc. S. C. Dept. Cir. No. 458 
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ON LINES BELOW 
MARK EMPLOYEE 


V if adequate 
— if weak 
+ if outstanding 


No. 8823A. 


2. Underline the elements which are especially important in the position. 

3. Rate only on elements pertinent 

a. Do not rate on elements ini 
istrative, supervisory, or planning positions. 

b. Rate administrative, supervisory, and planning functions on 


elements in italics. 


na "sh @® Maintenance of equipment, tools, instruments. 
....-- (2) Mechanical skill. 


_v- © Skill in the application of techniques and pro- 
cedures. 


aw ® Seana of see Oe a of ar- 
rangement and appearan (0) 5 

een (5) Attention to broad phases of assignments. 

ape © Attention to pertinent detail. - 

_h. (9 Accuracy of operations. 

Laat. (8) Accuracy of final results. 

Seaea (9) Accuracy of judgments or decisions. 

Se (10) Effectiveness in presenting ideas or facts. 


noe (13) Amount of acceptable work produced.. (Is man 


based on production records? -..--..-------------- 
(Yes or no) 


eee She (14) Ability to organize his work. 


wees (15) Effectiveness in meeting and dealing with 
others. 


tT. 2 Cooperativeness, 


ates (17) Initiative. 

Ae (18) Resourcefulness. 

_V. GQ) Dependability, 

tees See (20) Physical fitness for the work. 


41 Ag [+2.V2 


STANDARD 


Plus marks on all underlined elements, and no minus marks 
Plus nae on at least half of the underlined elements, and no minus 
PATS ee te ea ee ee ee ere oe nee eee eee anaes 
Check marks or better on 2 majority of underlined elements, and any 
minus marks overcompensated by plus marks-._......------------ 


Check marks or better on a majority of underlined elements, and minus - 
marks not overcompensated by plus marks.....---.--------------- 


1. Study the instructions in the Rating Official’s Guide, C. S. C. Form 


Deviations must be explained on reverse side of this form 


CHECK ONE: 


5 ths ‘ti Administrative, 
mags it . supervisory, or 
7 ] 1 q He p Ty, 
talics except for employees in admin. = SE o 
_; All others_._..- p= 4 


Bese (21) Effectiveness in planning broad programs. 


Lees (22) Effectiveness in adapting the work program to 
broader or related programs. 


sea (28) Effectiveness in devising procedures. ‘ 

re (24) Effectiveness in laying out work and establish- 
ing standards of performance for subordi- 
nates. 


_.... (25) Effectiveness in directing, reviewing, and check- 
ang the work of subordinates. 


_...(26) Effectiveness in instructing, training, and 
developing subordinates in the work. 


_.... (27) Effectiveness in promoting high working morale. 


__..-. (28) Effectiveness in determining space, personnel, 
and equipment needs. 


setae 29) Effectiveness in setting and obtaining adher- 
ence 19 time limits anc deadlines. 


Loe (30) Ability to make decisions. 


pe ($1) Effectiveness in delegating clearly defined 
authority to act. 


STATE ANY OTHER ELEMENTS CONSIDERED 


Se NCA.) Sea ee 2 ey A ee Oe eon emere ke 
SO COBY ee See ne eee ee ieee 
fs ee (Cyc a Ee ee eee ce 
Adjective 
rating 
capa: : 
rating Rating 
Met epee re Excellent official i Cae 
pie Priel eee Very good | 
Reviewing 
eerie eed Good | official_ “Chee 
Te nieeeus Fair 
Mable re Unsatisfactory 


Peal i. sar) Myef_ Ba le = AS 


Report to employee 
(Adjective rating) 
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CODE NUMBERS, POSITIONS AND RATING ELEMENTS 


ae All Elements to be Rated and the 
: Position. Especially Important Elements to 


ences be Underlined 


EPO T aE Ties ass NLR Se 14, 15, 
6 18, 19, 230i a, 


Admin. Asst. (Administrative) 
(Non-supervisory) 


— Sr 


ZG 6 Sin Sule, Lip cke, wl 15; 
1 3 


Admin. Asst. (Program) 
(Won-supervisory) 


fdmin. Officer (Agaearkt ative) 
(fon- supervisory) 


4 eae Oificer fereeen) Sir weas &, e 20, ripe ys" i, 15; 16 
(Non-supervisory) 17, 12,15, A, Ze. 23. 2 


s 
Ss) 
7 
§ 
g Agriculturist 
9 Saoiaapine Machi ne Operator 3, 4, 6 % 8 UU, de, 16, 19 
mak ar or }t FF ‘ed 1 > al ) eo re" 
10 Caléulating Machine Operator 3, 4 6, J 8, 1, 15, 1G 19 
a Se ————E nina a 4 SS ES ae ~ — 
Ll Calculating Machine Operator 3, 4, 6, B, Udy 12, 45, 16, 19, 2, 
) } la =—> one 
(working supervisor) 25, 26, 27 


eae Position 
reuse er 
Le Curtographic Ingineer 
13 Charmen, Charwoman, 
Janitor, Laborer 
= Ys lal See Unie ee s 
14 Claims Examiner 


Travel, re 


AD 
ut. © 
~ 
vy 


‘orking supervisor) 


eae 


Cleric (Payroll, Leave, 


rk (2 ee Unite 


Clerk ee and aes 


All Mlements to be Rated and the 
Especially Important Elements to 
be > 


5 g, Noida, won lo ae 
18, 13, al, 23, 2h, 2 25, 26 PT aoa 


1, > Gi ee 20 


als Ca ee Ba Sas AS) 


Pepa cae? 


joa 


3: ue 63 £% 8, ll, 2 eae 13, 16, 19 
, 4° 6, Z, 9 4a, 12, 15, 16,18, 


We 8 AOE be, ome Te, 


oe 
- 
Ov 


1 ll, 13, 1, 12 


2 6 gu 8 seks ay Loto, wanna 
6 : 


Clerk (General) 
Apeponte nore 


Directors and eikeant 
Directors, and Chiefs and 
Assistant chiefs of Lb Palas 


-Beonomist, Agricultural 
CRS Worker) 


Economist, erent rey 
(supervisor) 


Executive Assistant and 
Deputy Executive Assistant 


Farmer Fieldman 
Farmer Fieldwoman 


re & 15, 16, ae 


rr Descente oy be ‘Rated Ae noe, 
Especially Important Elements to 
be Underlined 


3, ih 6 poe es Mites 1, 15, 163 17, 
18, eae , 25, 26, 27. 


Ty 11, be, 1G, 19 


Pigs oe 8, u, ae ah, 15) ripe 17, 18, 


1, 3. ry 6, 


19, 24, 25, % 21 


Use Ne ba Tels 1a tS loses 9 
Woon lho G 87, Li, lolte thio, 


a 10, ll, 45, ies 12 18, 19, el, 22, 
2k, 25, 27, 29, 30, 3 


3, Dp 3, 


9, 10, 11, 12, 14, 15, 16, 


17, 4S; 12, 22, 23 


3, aS 8, 9, 10, 11, mB 16, 17, 


18, 19, 21, 22, 23, 2s, 25, 27, 29, 
31 
M6; 1, 9,41, 12, 15. to, 28, 
By 8. 9; 10, 11, 15, 36, 17,- 18,019; 
21, ee, 23, ok. 25> 2, eT, 28, 29; 30, 


3, 5, 9, 10, 11, 12, 14, 15, 16, 17: 


18, 212 22, BH, 25, 2, Sige 29, 30 


BD 2. Ti 8, 9, 11, 12, 14, 


ee re 


mmm Caner Cela SE CS All Hlements to be Rated and the 
Code Position Especially Important Elements to. 
Number ; be Underlined 
41 ieroemation Specialist 3, ies nee 3; i0, ll, 12, 25; 16, 
1 3s 19, 22250 Gee F 
he Information Specialist 3, 4, Seb ye 6 19,210,011) te: 16, 
(Visual) 17, 18).29, ol, 25, 26, 27 
43 Investigator — 3,0, Gyo ee By Sree ave lees 
ee hee) 
Hh 4 Ry: Aa e(creia Testtnes 1, 3, 4,/*-8-a9, 12,36, 19 
ES 
45 uateecine specialist 3 Bi BO, NO Lae e bo, 
: 17, 18, 19, 22, 23, 24, 25, 26, 27, W, 
46 Messenger 
| i Giadvencceranh) | 
47 Operator (Mimeograph) eee etree rele Ber. oho hn. 20) 
_(fiscellaneous) 
hg | Photographer Aid 1, 3s 4, 6, es il, 13, 16, 17; au: 
4g Py ne 1, GY y, Bi 1% a 9; 11, 12, 13 9 
16,°275-18,.19 ; 
50 Cys EEE ae 3, ML Oils I lOmedla ee tO. ely te, 
| 19, 24, 25, 26, 27, 29, 


51 Secretary 1,3; h, 6, to 9, ll, le, 25, 16, 


27, 18, 12 
52 | Section Chief and Assistant 3, 5, 8, 9, 10, 11, 12, 14, 15, 16, 
Chief, Administrative 17, 18, 19, 23, 24, 25, 20, 27, 28, 29; 
(Field) 30, 31 i 
53 _| Section Chief and heateten! 3, By 8, 8, AC abel en Le 
|  Ghief, Administrative and 17, 18, 19, 23, 24. 25, 25, 27, 28, 29 
| Fiscal (Field) 30, 32 : 


Code 
Number 
54 Section Chief and Assistant 
Chief, Administrative and 
Fiscal or Administrative 
Operations (Departmental) 
55 esetion Chief and Assistant 
Chief, Fiscal (Field) 
56 Saetion Chief a ne 
Chief, Andit (Field) 
57 esection Chief and Assistant 
Chief, Audit and Statistical 
58 | Section Chief ‘and "Agsintent® 
Chief, Statistical 
59. | Section Chief and Assistant 
Chief, Program (Departmental 
| -and. Field) 
60 “state Agricultural Conservation 
Committee, Member (Full Time) | 
61 RAS Ages afi bivel” CE 
Committee, Member (W.A.B-) 
62 seiatietietan 
63 
64 
65 
66 


3s ¥ Lp 


ey pS ee ee 


fn ‘Elements te ue Rated ena howe 
Especially Important Elements to 
be Underlined 


ae "Ge 8, 2 10, “uy, 12, 14, 15, 16, 
17. 18, 19, -21, 23, 24, 25, 26, 27, 28, 
29, 2, 32 
5 8) 9,10, Way ae, win 1yy 26, 
17, 18, 19, 23, 24, 25, 26, 27, 29, 30, 
31 
eek ey = Oye 8; 9, 10, 11, 14, 15, 16, 
17, 18, 19, 23, 24, 25, 26, 27, 29, 3, 
31 
i, ao sel aS 9710" 10,21, oer 15, 
16, 17,18, 19, 22,°23; 24, 25, 26,5 27; 
29, 30, 31 
17, 18, 19, 21, 22, 23, 2h, 25, 26, 27, 
29,30, 31 
5, 9, 10, 11, 12, 28, 15, 16, 17, 18, 
or 29, 30, 


19, 21, 22, 23, 24, 25, 
31 


Se 


== PPM I 


5, 9, 10, Ml, 15, 16, 17, 18, 19, 21, 


22, a4, 25, 27, 29, 30, ZL 

5, 9, 10, 15, 16, 17, 18, 19, 21, 22, 
=: es ae 2: 31 

3, by ae 2 Selo P11, 12; 14°36, 
17, 18, 19, 24, 25, 26, 27 

1, 3, oe ra (epee se sy al 
Supt 6, Siple,216,719; 

4, 6, Tata pies 19 


Rell, leak, 16, 1S} 19 


ae! 


in 
Code All Hlements to be Rated and the 
AGkihe Position Especially Important Elements to 
patches be Underlined 
67 Trainee pre bebe perk ras whee yi a, 
68 Typist 1jcah Oppel eee 161g 
69 Unit Head, Administrative 3, 5) ei6Re BP59, 10 7a oe 15; 
165 1 Py 18) 19h ok, 905 seb ee ty eee oo, 
20, 31 
70 Unit Head, Claims 3) 76. SESS, SIGS er oe TRE 6 1G 
17,18, 29, 23,24 250 26.8 ora 
al Unit Head, Computing Be 6 j x85 Ded, WO ALL Alger es, 516: 
DY; 18,019 ges es, soo, perese 
72 Unit Head, Examining 37 6h Bh Oe 1G, Ae ere 15 Is: 
17,18, 19) e4 257-26 wee ye 30 
73 Unit Head, Fiscal Beeb) Be Ie WOE) ole mr Tee Lee 
VD LB dD ie hace ia Tey C9, ss 
7 Unit Head, Program 5S es 2 19, I lee 15, 16, 
UTS TEM 19, 829, Oty 25 oF et a0 an 
75 Unit Head, Scheduling Bc rlby &, 9, li, ze; O16, 
18, 12, a 25, 26, ee 
76 Unit Head, Statistical Be Ges; 97 10aalae uy, 15, 16, 
17, 18, 19, 2H, 25, 26, 27, 30 


a 
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BASIC PRINCIPLE: IF IT ISN'T REQUIRED IN THE POSITION, IT SHOULD NOT BE USED. 


Efficiency Rating 
Element 


Maintenance of 
equipment, 
tools, instru- 
ments. 


Mechanical skill. 


Skill .in the 
application of 
techniques and 
procedures. 


Presentability of 
work (appropri- 
ateness of ar= 
rangement and ap= 
pearance of work). 


Attention to 
broad phases of 
assigninents. 


Type of function or activity 
to which the element applies. 


Handling or using appliances, 
machinery, tools, as in tool-=- 
Keeper, truckdriver, machine 

operator positions. 


Making or repairing in a 
mechanical trade as in 
plumber, carpenter, automo= 
bile mechanic, electrician 
positions. 


Having individual responsi 
bility for following pre~ 
scribed and established 
methods, as in statistical 
clerk, laboratory technician, 
and bookkeeping positions=-= 
does not involve creation of 
methods. (Not applicable to 
trainee types of positions 
where employee is in process 
of learning the methods.) 


Having responsibility for pre= 
paring visible work products 
where employee has at least 
initial control of arrangement 
or appearance, as in positions 
involving the making of sta- 


tistical tables, reports, forms, 


Type of matters to be con= 
sidered in rating work 
performance if the element 
is used. 


a 


Keeping in good working 
order, cleaning, oiling, 
making minor adjustments. 
Using proper care in hand- 
ling or storing. Notify= 
ing when repairs are 
necessary. Preventing 
breakage or loss. 


Knowing how to handle tools 
of the trade. Knowing the 
'tricks of the trade." 
Knowing what needs to be 
done and having the neces= 
sary skill to do it. 


Doing things in proper 
erder. Following direc= 
tions. Knowing which ~ 
method to use in different 
eases. Understanding the 
methods. 


Neatness, orderliness of 
work product. Logical 
arrangement related to 
its use. Legibility. 
Balanced appearance. — 


Maps, and designs, or the typing 


of correspondence. 


Having responsibility for con- 
sidering matters beyond the 
scope of the particular work 
assignments, as in positions 
involving determination of 
content of important letters, 


Understanding objectives, 
interrelationships, and 
effect on other activities 
and the whole program and 
avoiding or working out in-= 
consistencies or conflicts. 


BASIG PRINCIPLE: _I 


Efficiency Rating 
Blement 


SR LE PIT SSS I SS TS 


6. Atter.tion to ver- 
tinent detail. 


S. Accuracy of 
final results. 


9. Accuracy of 
jadgnents or 
decisions. 


9. Effectiveness 
in presenting 
ideas or facts. 


LPSIT SOLON ut T REQUIRED IN THE POSITION, IT SHOULD HOT PE BE USED. 


Type of function orsact 
+9 which the element 


cr 
fee 
“4 
pte Bade 
D ef 
e 


carrying on investigations, 
designing : forms, ee 
or det deatdioee eurses of 
action. 


Doing work SO aoe many 
tails or points te be re=- 
membered and Bevite responsi- 
bility for taking care of 
them: 


accuracy in wor 
where the employee 
produce and is not 2 
for the whole work vrax 


Having responsibility for 
accuracy of a whole work 
preduct which employee has 
produced and for which he is 
at least initially, respon- 
sible. 


correctness 
actions determined or 3 
pretations made where fr 
dom of choice or discreti: 
is involved. 


essing ideas or facts in 

writing such as 

letters, gS. 
G 


briefs, and manuscr 


a 


ce - 0 


ea of matters to be con- 
idered in rating work 


ee 
+ stn} 4 * 
Picea if the élerent 
is used. 
shen renee Ss SS IA SI. eg 


Restricting or expanding 
particular assignments to 
desired scope and appli- ep 
nal ae ae ining 

¢ and cocrdinat-— 

work “with the whole 


Noticing and taking care 
of details, small matters, 
fine points. Locking out ; 


for and catching errors, 
Aveiding waste. Taking 
safety precautions. 


£ 


Exactness with ee the 
work product meets the our- 
pose fer whi ae pedal 
Freedom from inconsistensy. 
Usefulness of product 


Fitness of acticn taken 

Seundness of sawAd oR, 
recommendations, intervre- 
tations, deci 


Fea 
adjusted, reversed, or re- 
viewed, 


Creating and keeping 
interest. Fitting 
language to different ob- 
jectives and circumstances. 


. 


“BASIC PRINCIPLE: 
Sb Ee 


ll. 


13. 


Industry - 


Rate of progress 
on or completion 
of assignments. 


Amount of 
acceptable 


Bee 4 Pee | 
produced. 


work 


Ability to or- 
ganize his work. 


to which 


irk 


Lif i jeont 2. SSaQilenD. IN THES POSITION, 


ORNS GOH RESET 


Type of function or activity 
the element apolies 


orally through discussions-or 


speeches.» 


Applying time, interest and 
energy to duties and respon~ 
sibilities, particularly in 
positions where employee is 
not under such close suser- 
vision that it is the respon- 
sibility of the supervisor 

to see that the employee is 
fully occupied. 


Working according to set 
schedules, time limits, dead-= 
lines, or reasonable time 
allotments for completion 

of tasks. 


Working on a production basis 
under a continuing workload 
where vroduction records are 
or could be kept. 


Having responsibility for 
many activities with dis- 
cretion in planning details 
of work. (Does not apodly 
to any position under close 
supervision.) 


SSS eR EERE EG CER TR EE SD 


SEP elena NOUR Usibet slit 
Type of matters to be con= 
sidered in rating work 
performance if the element 

is used. 


4 


Choice and use of words. 
pxclusion of irrelevant 
matter. Development of 
subject to its conclusion. 
Emphasis. Mannerisms. 


Concentrating on work. 
Getting down to work and 


working steadily. Spend-= 
ing time but not working. 


isiting and gossiping 
with others, wasting own 
and their time. Taking 
care of personal business 
or occupying himself with 
matters not vart of duties. 


Meeting schedules, time 
limits or deadlines-~keep- 
ing current. Showing 
progress--getting along. 
Working speed. Keeping 
job moving. 


Number of usable units pro= 
duced within some unit of 
working time (per hour, ver 
day).as well as over a 
longer period of working 
time (during a week, month). 
Differences in difficulty 
of tasks. Working con- 


ditions. High and low 
eaks in production: 


Putting first things first=-=- 
orderliness. Giving proper 
Be OROE AOR of attention to 

ach matter to obtain the 
desired results. Coordi 
nating work activity with 
that of others: Adjusting 
activities to circunstances 
and to facilities. 


SSE, 


BASIC PRINCIPLE: IF IT ISN'T REQUIRED IN THE POSITION, JT SHOULD No? 


Ba USED. 


Type of matters to be con- 
sidered in rating work 


Type of function or activity 
= to which the element applies. 


Cooperativeness.- 


O72 


Resourcefulness. 


Making personal contacts as a 


representative of the office 
or organization, especially 


with persons outside the unit, 


as in nurse, receptionist, 
social case worker, investi- 
gator, and trial attorney 
positions 


Assisting others in getting 
their work done for the good 
of the organization, usually 
when mutual assistance is 
necessary as when employees 
work together in groups. 


Having responsibility for 
knowing what needs to be done 
for the benefit of the pro- 
gram with ppp ers or room 
for action to go ahead and do 
it. (Rarely found in Low- 
grade positions.) 


Having responsibility for 
solving problems, particu- 
larly new ones, where prece= 
dents or established methods 
are not adequate. (Rarely 


found in low-grade positions. ) 


performance if the element 
is used. 


Manner in approaching, 
meeting and working, deal-= 
ing and conferring with 
others. Self=-control, tact, 
poise. Acceptance of em- 
ployee by others. Person= 
al appearance and hygiene. 
Accomplishing objectives 
of contacts. Creating 
confidence, respect. 
Avoiding conflict, co= 
ordinating viewpoints, 
quieting antagonisms. 


Demonstrated willingness: to 
lend a hand. Working for 
the group's results. 
Subordinating personal 
likes, dislikes or interests 
for the benefit of the 
organization--working uwn-= 
selfishly and generously. 
Team worker. Offering 


services. Obedience. 
Proceeding, going shead, 


taking the lead, doing 
things without being told. 
Assuming responsibility. 


Self-starting, unafraid to 
proceed alone-=-self- 
confident. Acting in 
emergencies 


Devising ways and means in 
solving problems or meet- 
ing situations. Applying 
imagination and ingenuity. 
Applying principles or 
methods to new uses. Mak-= 
ing use of what is avail- 
able. Having ideas--when 
one will not work, gets 
enother=--fertility of ideas. 


ang ee 


BASIC PRINCIPLE: IF If ISN'T REQUIRED IN THE POSITION, IT SHOULD NOT BE USED. ‘i 


Efficiency Rating 
Element 


Stet ane ieee 


19. Dependability. 


20. Physical fitness 
for the work 


elo Effectiveness 
in planning 
broad programs. 


Type of function or activity 
to which the element applies. 


oat <r a cen 


Doing work that is relie? 
upon, carrying responsibility 
of trust, confidence, or dis= 
cretion; or employed under 


circumstances where work will) 


be seriously affected by the 
failure of an employee to fol 
low his work schedule. 


Doing work involving manuel 
labor or physical elertness 
as in laborer, farmer, guard, 
janitor positions. 


Having administrative re= 
sponsibility for estab= 
lishing and managing an 
overall program and or= 
ganization. In a staff 
ecs-acity, having respon- 
sibility for formulating 
and recommending overall 
program and organization= 
al structure. . (Not ap~ 
plicable where the over= 
all program and organiza= 
tional structure are 
stable or where an estab- 
lished plan is being 
duplicated. ) 


Type of matters to be con= 
sidered in rating work 
verformance if the element 
is used. 


nee. 


Assurance that assignments 
will be carried out-=<things — 
will not be forgotten. 
Keeping anvointments-=being 
where supposed to be--readi~ 
ness and availability to 
perform duties. Keeping 
promises. Knowing what in- 
formation to give and when. 
Sobriety, devotion to duty. 
loyalty to organization, 
honesty. 


Having physical stamina and 
strength to do full day's 
work. Having physique 
appropriate to assignments, 
tools, machinery. ‘Being 
able to lift, carry, pull, 
sweep, clean, stand guard. 
Receiving favored assign- 
ments due to physical con= 
dition. Reluctance or re= 
fusal to do a job because 
of physical condition. 
firing easily. — 


Seeing the objectives and 
scope of the overall program. 
Determining and outlining 
the nature and size of orga= 
nization rzecessary to 

attain the objectives of the 
program. Applying sound 
management principles in 
matters of organization 
structure, budgeting, per- 
sonnel administration, de- 
centralization of operations, 
delecation of authority, 

and other matters of progran_ 
and organization planning. 
Considering the nature and 
size of organization and 
providing, accordingly, 

for balanced, integrated, 

end effective management, 


BASIC PRINCIPLE: IF IT ISN'T REQUIRED IN THE POSITION, IT SHOULD NOT BE USED. 


Kfficlency Rating 
Element 


Sere Sr Tes (TSE 


Ceo 


ie har 4 


a] te) 


Effectiveness 
in adapting 

the work pro= 
eram to broader 
or related 
programs» 


Effectiveness 
in devising 
procedures. 


Effectiveness 
in laying out 
work and estabe 
lishing stand= 
ards of per- 
formance for 


subordinates. 


oats 


Type of function or activity 
-to which the element applies. 


eres 


Having administrative re- 
sponsibility for managing 
a definite program and 
organization and for ad= 
justing and revising then 


to keep in line with a more 
“~Seneral ‘or related program 


and organization under 
changing conditions. In 
a staff capacity, having 


responsibility for formu- 


lating and recommending 
adjustments and revisions 
in program and organiza= 
tional structure. 


Having administrative re= 
sponsibility for estab- 
lishing new methods, 
analyzing existing 
methods, and devising 
improved methods for 
carrying out the func- 
tions of an organiza- 
tional unit. Ina 

staff capacity, having 
responsibility for an= 
alyzing functions and rec-= 
ommending new and improv- 
ed methods. 


Having supervisory re= 
sponsibility for break= 
ing down functions and 
processes into work as= 
signments, for directing 
such assignments to 
particular positions, 


SAY PII TOT 


Type of- matters to be con= 
sidered in rating work 
performance if the element 
is used. 


Shaping the program to reach 
the larger objectives and to 
eliminate conflict or dupli- 
cation. Coordinating one 
program with another so the 
combined effort accomplishes 
more than the separate 
efforts. Adaptability in 
modifying the program or 
organizational structure 

to meet changing conditions 
end then managing it in its 
altered state. Grasving the 
import of changing demands 
and responding accordingly. 
Making the organization an 
organization. Ascertaining 
and developing opoortunities 
for coordinating services 
with related services. 


Analyzing functions and break= 


ing them down into processes, 
methods, flow of work, re= 
quired forms, material, 
equipment. Knowing how jovs 
should be done and keeping 
alert to new and improved 
methods of doing work. 
Preventing the creation of 
bottlenecks. Preparing 
procedures that take care of 
problems that will be en= 
countered with sufficient 
flexibility to meet changing 
conditions, yet keeping pro- 
cedures as simple as possible. 
Knowing what to include in 
written procedures. - 


Apportioning work fairly and 
impartially with due regard 
to the capabilities of sub- 
ordinates (without over= 
loading) and the production 
of the unit as a whole. 
Making assignments according 


ih 


BASIC PRINCIPLE: IF IT ISN'T REQUIRED IN THE POSITION, IT SHOULD NOT BE USED. 


Bfficiency Rating 
Element 


25. 


26 6 


Effectiveness 
in directing, 
reviewing, and 
checking the 
work of sub- 
ordinates. 


Effectiveness 
in instructing, 
training, and 
developing sub- 
ordinates in 
the work. 


ES Salas 


eae On EE TE RES ES 


Type of function or activity 
to which the element applies. 


x0 


and for determining the 
level and quality of pro- 
duction and operation to 
be required in every posi- 
tion, and of every em~ 
ployee, under his direct 
supervision. (This func- 
tion is present in prac- 
tically every supervisory 
position). 


Having responsibility for 
the direct supervision 

of immediate subordinates 
(More than a secretary) 
for the purpose of getting 
work accomplished in ac- 
cordance with required 
standards. 


Having direct supervisory 
responsibility for imorov- 
ing the work performance 

of immediate subordinates. 
In a staff capacity, giving 
instructions and training 
supplementing the activ- 
ities of line supervisors. 


Type of matters to be con=- 
sidered in rating work 
performance if the element 
is used. 


oo a ne nse 


to a plan or policy. Issuing 
written instructions, when 
necessary, to avoid mis- 
understandings. Establishing 
and securing a general 
understanding of quality, 
quantity of work, manner of 
working, and other such 
matters, required in the 
various kinds and levels of 
positions as a guide for sub-— 
ordinates and as a measure 

of accomplishments. 


Giving clear direction. 
Maintaining control of work 
progress and quality. Keep= 
ing subordinates working at 
purposeful tasks consistent 
with the position grades. 
Maintaining smooth flow of 
work. Expediting work and 
personally refraining from 
becoming a bottleneck. 


Anticipating and recog-= 
nizing need for training, 
devising training materials 
and methods, and making 
plans and arrangements for 
the actual giving of in- 
struction. Analyzing 
abilities and improving 
them; helping subordinates 
to analyze their own 
abilities and assisting 
them in self-improvement. 
Helping, showing, coaching 
and following up with tact 
and patience. Giving 
group and individual 
instruction with the use of 
practical demonstration or 
other training aids. De- 
veloping understudies. 


PRINCIPLES 


Efficiency Rating 
Element 


3 


ca 


ae 


~ 


Effectiveness 
in promoting 
high working 
morale. 


Effectiveness 

in determining 
space, personnel, 
and equipment 
needs. 


Ty iT ISN'T REG 
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Type of function or activity 
to which the element applies. 


Type of matters to be con= 
sidered in rating work 
performance if the element 
is used. 


Having direct supervision 
over a number of immediate 
subordinates with respon-= 
sibility for developing 
and maintaining interest 
in the work, confidence 
in the supervisor, 

loyalty to the organiza= 
tion and smooth working 
relations. 


Having administrative re= 
sponsibility to plan space, 
personnel, and equipment 
requirements of a program, 
orgenization, or operation 
for annual budgeting or 
immediate use. In a staff 
capacity, having respon= 
sibility for formlating 
and recommending such 
plans or making recommend~ 
ations on annual or im= 
mediate plans of adminis- 
trative officials. 


Knowing employee attitudes. 
Taking proper disciplinary 
action at proper time and 


place. Criticizing help-= 
fully. Giving credit where 
due. Having no favorites. 


Setting a proper example — 
by being fair, loyal, 
enthusiastic, and stimie= 
lating, and knowing what 
and how the subordinates 
are doing. Actively dis= 
pelling rumors. Ex= — 
plaining objectives timely. 
Effectively representing 
Management to subordinates, 
and subordinates to manage-~ 
ment. "Standing behind" 


- and protecting subordinates. © 


Settling fsrievances 
promptly. Displaying calm, 
cheerful, tolerant, and 
diplomatic attitudes. 
Being accessible to subor- 
dinates. Giving attention 
to working conditions and 
hazards to safety. 


Being aware of program re= 
quirements for space, 
personnel, and equipment 
and knowing how to 

measure these needs. 
Keeping estimates for 
space, personnel, and 
equipment to a narrow mar= 
gin of error. Planning 
the use of secondary 
facilities and sources 
when the extent and dura= 
tion of the job to be 

done is limited or tempo= 
rary and does not justify 
and increase in costs, 
personnel, or space. Re- 
appraising needs in the 


pee le 


mix 


BASIC PRINCIPLE; IF IT ISN'T REQUIRED IN THE POSITION, IT SHOULD NOT BE USED. 
Type of function or activity 


to which the element applies. 


—EFficiency Rating 
Element 


. Type of matters to be con- 
sidered in rating work 
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29. Effectiveness 
in setting and 
obtaining ad- 
herence to time 
limits and 
deadlines. 


30. Ability to 
make decisions. 


Having administrative re= 
sponsibility for deter- 
mining when an assignment 
or activity is to be 
completed or having 
supervisory responsi- 
bility for securing the 
completion by subordinates 
of work, assignments, or 
activities within a de- 
finite time period or by 
a definite date. 


Having administrative 
authority to make deci- 
sions and establish courses 
of action for others to 
follow. (The accuracy of 
decisions made is not 
involved here.) 


performance if the element 
is used. 


oe 


interest of economy when 
conditions change or work 
load decreases. 


Knowing the value of 
setting schedules. Set= 
ting schedules that are 
possible of being met, . 
that take into considera- 
tion the nature of the 
assignments or activity, 
and that are related to 
the urgency of the matters 
for completion. Checking 
on progress, helping by 
personally setting the 
pace if necessary, and 
clearing out hindrances. 
Looking for easier and 
less time-consuming 
methods. Maintaining a 
steady pace of work which 
if maintained will meet 
the deadline or time 
limit, rather than permit- 
ting procrastination and 
then requiring speed up- 
Giving rush matters timely 
attention. 


Being decisive. Making de= 
cisions or i > 
courses of action in time 
without procrastinating, 
vacillating, or failing to 
take a stand or reach @ 
conclusion at all. 
Having courage to say 
tives or "no" and saying 
4t with conviction so that 
others can rely on it. 
Taking a Sea dcuebie chance 
on a course of action when 
necessary peer than 
waiting to be absolutely 

6s infallibility 
oy at in a state 
suspende 


gk 


ea 


d judgment. 


we 


rz 


BASIC PRINGIPIE: IF IT ISN'T REQUIRED IN THE POSITION, IT SHOULD NOT BE USED. 


Efficiency Rating Type of function or activity Type of matters to be con= 


Element to which the element applies. sidered in rating work 
performance if the element 
is used. 

31. ffectiveness Having administrative Delegating authority to 
in delegating euthority to delegate act directly rather than 
clearly defined parts of own authority to ‘by implication. Delega- 
authority to act to subordinates who ting definite authority 
act. can then act for and in with limits clearly 

the name of the superior. defined. Delegating 


guthority without divore- 
ing himself of his respon= 
sibility for proper <. 
administration. Being 
willing to delegate such 
authority to act which 
would free him to carry 
out the more important 
functions and respon= 
sibilities. Delegating - 
responsibility with equal 
authority. 


330-3545 


